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Instructions for 
Excellence in Public Service Nomination Form

The Excellence in Public Service Award recognizes employees for ideas and suggestions that improve City operations and 
services.  If your suggestion can be measured in terms of money saved or revenue generated, you could receive a monetary 
award.  Awards for suggestions resulting in improvements that cannot be measured in terms of actual money saved or revenue 
generated, but has a positive effect on services or employees (such as improved safety or health), may also be eligible to receive 
a monetary award determined by the Oversight Committee.  (See Program Guidelines) 
  
You may submit as many suggestions as you like.  Each suggestion must be on a separate form.
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City of San Antonio
Excellence in Public Service Nomination

Please fill this form out online and submit it for processing. 
Use the Print button to make a copy for your records.

Personal Information Show Instructions

* First Name: M.I: * Last Name:

Check, if Team Nomination

Division:* Department:

* Suggestion Title: * Phone Number:

NoYes* Other Department(s) Affected?

* Nominator's Name: * Date:
MM/DD/YYYY

Type of Award Show Instructions

Employee recognition for a job well done (Letter, Certificate)

Intangible - action above and beyond normal duties

Tangible - Suggestion will result in cost savings or increase in revenue

City Organizational Goal(s) Supported by Suggestion Show Definitions

Check each organizational goal that the suggestion supports.  (Check all that apply).

Performance Management

Innovation

Budget and Finance

Service Delivery

Communication

Team and Employee Development

Sustainability

Project Management

City Delivery Area(s) Supported by Suggestion

Check each delivery area that the suggestion supports.  (Check all that apply).

Service Delivery

Customer Service

Safety

Health

Working Conditions

Business Processes

Show Definitions

Current Method/Procedure

Describe reason for job well done award or describe current method/procedure, current problem, and current process.
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City of San Antonio
Excellence in Public Service Nomination

Please fill this form out online and submit it for processing. 
Use the Print button to make a copy for your records.

Your Proposed Solution

Describe how your suggestion/action will improve the current process, increase revenue, increase productivity, or decrease 
costs.

General Information:

   All adopted suggestions become the property of the City of San Antonio.

  The use of an approved or not approved suggestion shall not form the basis for any legal claim made against the  
     City of San Antonio or the City of San Antonio Excellence in Public Service Program.  The suggested is bound by all 
     terms and conditions in this form and other city, county, and state statues.

  The City of San Antonio reserves the right to amend or terminate the Excellence in Public Service Award at anytime.

When complete, use the Print button to make a copy for your records. 
Use the Submit button to send this form for processing.
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City of San Antonio
Excellence in Public Service Nomination
Please fill this form out online and submit it for processing.
Use the Print button to make a copy for your records.
The Excellence in Public Service Award recognizes employees for ideas and suggestions that improve City operations and services.  If your suggestion can be measured in terms of money saved or revenue generated, you could receive a monetary award.  Awards for suggestions resulting in improvements that cannot be measured in terms of actual money saved or revenue generated, but has a positive effect on services or employees (such as improved safety or health), may also be eligible to receive a monetary award determined by the Oversight Committee.  (See Program Guidelines)
 
You may submit as many suggestions as you like.  Each suggestion must be on a separate form.
Evaluation Information
Human Resources Department Staff please assign an identification number upon receipt of this form.
Personal Information
Please complete in full.  Give your suggestion a title that summarizes or briefly describes your idea.  List the department(s), which benefits from, or is impacted by, your suggestion.  If you or other employees worked together on this suggestion, check the box and enter all names, job titles.
* Other Department(s) Affected?
MM/DD/YYYY
Type of Award
For tangible awards, the submitter must
make all reasonable efforts to develop a
cost savings amount based on the current
cost of a service and include all costs
associated with the idea.
Determine if your suggestion is tangible (cost savings) or intangible (no measurable cost savings) and select the appropriate button.  For tangible suggestions, list the cost savings or increase in revenues that would be realized if your suggestion were approved.  Be sure to include the cost of operations, maintenance, labor, materials, and implementation costs.  Deduct the annual cost of your proposed method from the annual cost of the current method to determine your annual savings.  On a separate sheet, provide calculations for your suggestion.  All savings are based on the first year of implementation.  If your suggestion is intangible, list the benefits associated with your idea.  (See Program Guidelines)
First year's annual savings/revenue generated:
City Organizational Goal(s) Supported by Suggestion 
Check each organizational goal that the suggestion supports.  (Check all that apply).
Performance Management - To become a high performing organization through the achievement of desired outcomes and expected results.
Communication - To effectively and professionally communicate with our external and internal customers.
Innovation - To create an organizational culture of innovation that produces excellent service delivery and more effective government.
Team and Employee Development - To be an employer of choice through teamwork.
Budget and Finance - To be the best financially managed City in the country.
Sustainability - To be a leader in environmental sustainability. 
Service Delivery - To be a leader in providing excellent service delivery.
Project Management - To successfully manage and complete City projects on time and on budget through best practices and enhanced teamwork.
City Delivery Area(s) Supported by Suggestion
Check each delivery area that the suggestion supports.  (Check all that apply).
Service Delivery - Focus on customers, how employees provide outstanding service.
Health - Promote a healthy work environment.
Customer Service - Commitment to providing value added services to internal and external customers in a timely manner.
Working Conditions - Innovative ideas or suggestions which improve working conditions and/or that result in significant time and/or monetary savings.
Safety - Significant efforts demonstrated in eliminating safety hazards or in improved safety performance.
Business Processes - Promote continuous improvement, process improvement, encourage creativity, challenge boundaries.
Current Method/Procedure
Your Proposed Solution
General Information:
 ●  All adopted suggestions become the property of the City of San Antonio.
●  The use of an approved or not approved suggestion shall not form the basis for any legal claim made against the 
     City of San Antonio or the City of San Antonio Excellence in Public Service Program.  The suggested is bound by all  
     terms and conditions in this form and other city, county, and state statues.
●  The City of San Antonio reserves the right to amend or terminate the Excellence in Public Service Award at anytime.
When complete, use the Print button to make a copy for your records.
Use the Submit button to send this form for processing.
Approval Information
Committee Signatures
Select Areas that Apply:
Please use the Print button to make a copy for your records.
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